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BACKGROUND

DOA’s Central Fleet is located East of the Capitol Square, on Dickinson
Street. Due to their location, questions have been raised concerning
reimbursement of costs associated with picking up a fleet vehicle. The
purpose of this policy is to inform employees of DOA’s policy regarding pick —
up of a fleet vehicle.

POLICY

Section 20.916(4)(c) Wis. Stat. limits reimbursement of transportation cost in
those situations where convenient public transportation is available, without
unreasonable loss of time, to the lowest cost of the most practical form of
public transportation. In most instances the most practical form of public
transportation to pick — up a DOA fleet vehicle would be the city bus.

As long as the use of the bus to pick — up a fleet vehicle does not add more
than 20 to 25 minutes to the time of another mode of transportation. Then the
employee would be eligible for reimbursement of transportation expenses up to
the cost of using the bus.

Bus lines #6, (#14 — peak service), #3, #4, and (#38 — peak service) make the
trip from the Capitol Square to the Dickinson location in about ten minutes.
By astute use of the published schedules bus transportation should easily meet
the above suggested times.

In situations where it is not practical for the employee to carry luggage on
the bus the employee should pick — up the fleet vehicle and return to the
office to pick — up his/her luggage unless this method results in an
unreasonable loss of time. If an unreasonable loss of time would occur then
the use of a taxi would be appropriate and the employee would be eligible for
reimbursement of the cost of the taxi. Adequate justification must be
included in the request for reimbursement to show that an unreasonable loss of
time would occur. The travel guidelines related to the use of a taxi would
continue to apply.

Additional parking costs resulting from an employee leaving his/her personal
vehicle In a ramp or other location while using a fleet vehicle would not be
reimbursed. These costs are not deemed to be necessary travel expenses
incurred in the performance of the employee’s duties.

Please inform your employees of this so that they are aware of these policies
and can take steps to avoid incurring travel costs, which would not be
reimbursed.
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